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Matthew Bender & Co., Inc.
Shepard's Company
Finance Department
1275 Broadway
Albany, New York 12204

October 7, 1999

Dear Vendor:

EFT ENROLLMENT
Effective immediately, Matthew Bender & Co, Inc. and Shepard's will be converting to electronic
banking through the Automated-el earingHouse (ACH) network. This will offer your company
immediate cash flow benefit and delayed, lost, ·stoien or misplaced checks would be eliminated.
To assist in the transition, we would ask that you fill out the attached form and return it in the
self addressed envelope.
Please allow 14 days for Electronic Funds Transfers to become active. You will be notified of all
Electronic Funds Transfers made to you via email. Once direct deposit has begun, it will remain
in effect unless you submit a written cancellation notice to Matthew Bender & Co, lnc./Shepard' s
Company or we notify you that service is no longer available. We trust you will find ACH a
prompt and reliable method for receiving payments. We look forward to your participation. If
you have any questions, _p lease con~ct;Jenni fer Rentz at (518) 487-3512 or
jennifer.m.ren tz@bender.co m. ·
·
·

. . . W-9 REQUEST
In an effort to keep within IRS guidelines, we are supplying you with a form W-9 to be filled out,
signed and returned in the enclosed envelope. Form W-9 is used to certify your taxpayer
identification number (TIN) for our.records. Our records indicate that we do not have a current
W-9 on file for you. Failure tC\ supply this information may result in delay of payments to
you. Vendors who refuse to submit their TIN will be subject to backup withholding tax.
We ask that you please take a moment to review the information on the label attached to the
upper right of U,~J~rm to er,~ur.e, it,J.~...sg.rr~ct. Pie~~-r!l~ke ~rrections_t>y crossir!9_ out inco.n:-ect
information and supplying it in the appropriate box to the left. If you have any que$tions, please
contact Stefan Parker at (518) 487-3433 or sparker@bender.com.
·

Thank you for your cooperation and a.a/stance~
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